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APPLICATION FOR RECORDS DISPOSITION STANDARD | : |
: ' | i‘

INSTRUCTIONS: Prepare in duplicate and forward to fhe Records Management Analyst, Management Systems Division
3: e ., Division, Subdivision & Administering Office Address ! FOR RECORDS MANAG,QMENT DIVISION USE
! ' _ Date Recoived  Application No. Date Completed
Department of Finance and Administration , TR ric 8 1978
Division of Contracts and Procurement JUL 31 1978 :
Peachtree Summit, 401 W. Peachtree St. NE |1 Appfication 2. Dept. Application No.
Atlanta, Georgia 30308 '
4 Porion 1o Comtac T T T [ s T Manager of |8 Teieshons Number
Allan B. Johnson Jr, ocurement Administration 586-5143
;133???;2@5 - T T
. ¥ Establish Retention Schedule; record will continue to accumulate,
b. [ Dispose of present accumulation; no flrther accumulation anticipated. '
c. [ Amend Application No. Check One: [ Change; [ Supercede; [J Void
8. Dates of Series T9. Records Series Title {followed by title used in office; if different)
Earliest L atest ' ‘

1972 | Present | Procurement Contract Working Files

—_———— e - —— s E—— —. A o

10. Dwmon and thca Function What is the function of the Division and the Office in which this record series is created?

The Division of Contracts and Procurement is responsible for developing, maintaining, and
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

w

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official c0ntractwf11es, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and

maintenance of all contracts and related contract documents so that they are available for
audit and periodic review. .

11. Record Spnes Descnpnon This file contains the following documents {include form numbers and titles, if any):
Attach samples of the file. ) .
Documents relating to: Preparing approving and mailing - bid document, bid

opening, bidder evaluation, and award of contracts to
provide spec1flc operation items to the Authorlty

Inctuded are:
Pre-bid concurrences, advertisements, evaluation memos
and concurrences, Board Package, award notices, and all
related internal and external correspondence.
Fite is arranged: By Bid Cycle Number, then by Contract Proposal Number
within Cycle.
12, Monthly Reference Rate How often are records referred to which are: - - ' - I

One to six months old _20_=_25_ ;seven to twelve months old __5 = 10 : Thirteen to twenty-four months old __ () 5 .

twenty-five months and oider .0 _

13. Annual Raté of Accumulation of Recards

Letter-size drawers ; Shelves _

__- .; Legal-size drawers 3 . : Other (specify) | i - - S

AN o~ -0
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YES‘ NO | 14, Questionnaire {Place an ';)_({ in the proper column) |

[ — = T T L e e T T e —_— - - = T o e

a. Is this the official copy of the series? - .

f it? .
X If not, where is [ .

-~ —— e e o

b. Does the series contain confldennal mformanon requmng securny handlmg? Ify VBS. cite law or r’egu!auon

4

I
R ]

| lx. ] ¢ st Is this a vital regaed? R R
X o D-w u.FI' &y u-e‘T\ Wb historie |I o Innq v osearch vataue? T T
v Whin ane o Iwn docmmenty o the Db itk o peeeeany To kg the eontee Ble dor o tong pencd, could thwsse docimnenis bhe
X scheduled separately? N
X |1 s the information contained in this series ever published? It yes, sttachcopy. T T T

g. Is the information contained in this saries ever analyzad and/or recorded in a summatized report?

X It yes, attach copy.
h. Istherea dupllcanon of thns senas in vour ofhce or in another office or agencv?

_Il ves.ﬂwhere?

L I x J_ ,_.:JMzL@!%Oiffaﬂif' regularly microfiimed? T _
‘l__x i._Does the record series redult in a computer printou? ,,_,--__:m_ # ﬁ:
15. Retention Requirements The following requires the series to be kept:
3. State Law - _ years. d. Audit period — ... YR8TS,
b. Statute of limitation e, YBATS, e. Administrati::e need . e e years
c. Federal law —_—— e _ . Years., t. Federal retention instructions _-gw e YHGTS, M]

Attach copy or gxcert of laws or regulations. Explain administrative need. Z: ¢ ”'f &.&4 " fﬂ" ﬂ’” 7'4 / '? e

Ummp csom LD-4/ 3////;-;/

j— - — - - T e e i e et R T E T mam e e i (e o w e T Ak e e i o — e e}

16. Approved Disposition Instructions Th.s agency recommends that the file series be cut off at the end of each:
1) Catendar Year; 1) Fiscal Year; M) Other . gee ,ﬁbg{)y:_..;,_.___ e e . then,
I3 Hold in the current files area ____.._____ _ monthis) - — — . year(s); then

J Transfer to local holding area: hold e vom. yearls); then

C? Transfer to State Records Center; hold — .- year(s); then
O Destroy. .

O Transfer 1o State Archives t6r parmanent retention. s

B Other (Specify)

"Hold in the current files area one year after contract completion or as
determined by the Manager of Procurement Administrationm.

Then: transfer to Authorlty Records Center, - Hold for three years past
completion of MARTA project.; then destroy.

These instructions apply to all prior and fulure accumulations of The sees

Hn(lacafe brielly Idll()n(I'E for recomimendanions 1Imw o wrile nl«hlmndl le:lrks)

17. APPROVALS
Approved Department Records Management Officer

ment of Archwm and ' ry ) ate
800 Alart _&-4-7§

MARTA Managasment Advisory Committas Date

Approved




